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Section A – Basic Information
1. What is PANDA?
2. How do I become an online provider?
3. What is the web address for PANDA?
4. Where are the manuals?
5. Do I need any special software to utilize PANDA?
6. How do I set up additional users within my organization?
7. If I set up multiple users in my organization, how do I assure security of the information?
8. I forgot my password – what should I do?
9. I forgot my user ID – what should I do?
10. Where do I update my email address?
11. My question isn’t answered in this FAQ – where can I get more help?
Section B – Applications
1. Where is the Online Forms tab?
2. I’m having trouble opening the Read Me Files – what can I do?
3. Why can’t I change all the information on my application?
4. When I print certain pages, the edges are cut off.  How do I fix this?
5. Why do we have three provider types – Private, Local School System and Other Public?
6. How do I move a class?
7. I entered information on a screen but when I went back to the screen, the information was gone.  What happened?
8. My teacher planning time is split between the morning and the afternoon.  How do I enter this information on the program assurances page?
9. Where is the Submit button?
10. Where can I check the status of my application, and what do the different stages mean?
11. What documentation do I need to mail in if I am requesting an additional class or an additional site?
12. I have already submitted my application, but I want to change some information or ask for another expansion class.  What should I do?
Section C – Rosters
1. How will I know when my roster is open for editing?
2. Why can’t I edit my roster?
3. How do I know if my funding is Lottery or Blended?
4. How do I change a child’s Socio/Economic status or Transportation choice after the first roster?
5. How do I disenroll a child from the roster?
6. Where is the Submit button?
7. I clicked the Submit button, but nothing happened – what should I do?
8. How can I tell if my roster has been submitted successfully?
9. Is there an email address for roster-specific questions?
10. Do I send my lead teacher’s credentials in to DECAL?
11. If the Lead Teacher of a class changes, what should I do?  

12. Do my roster changes affect the Pre-K payment?  

13. If there are roster changes after the count date, but before the roster is submitted, should the roster be updated?  

14. If the lead teacher or assistant teacher positions are vacant and not filled when the roster is due, what should be reported on the roster?  

15. If a student is enrolled, but leaves before the count date, should that student be included on the roster?  

16. A student that was enrolled and reported on the first roster never came to class.  How should this be reported?
17. I received notification that one or more of my kids are possible duplicates – can I reply by phone?
18. Will I receive a receipt confirmation for my faxed documents?
19. Will I be notified of your findings if I have a possible duplicate child?
20. A parent has told me that her child will not return after today, should I add 10 days to determine the child’s end date?
Section D – Payments
1. When will I receive my payment?
2. Whom should I contact if I have a question about my payment?
3. Why did my payment change?
4. What is a “retro”?
5. How do I access my on-line payment advices?  

6. Is there a form that needs to be completed for bank account changes?
Section E – Waiting Lists
1. I answered No to the waiting list question, but I really do have a waiting list.  What should I do?
2. I answered Yes to the waiting list question, but I don't actually have a waiting list.  What should I do?
3. When I click the Yes or No button to answer the waiting list question, nothing happens.  What am I doing wrong?
4. I can see the waiting list question, but there are no Yes or No buttons visible.  What's going on?
5. I'm having an issue with the waiting list that's not covered here.  Where can I go for help?
Section A – Basic Information

1. What is PANDA?

PANDA stands for Pre-K Application aNd Database Access.  It’s a web-based system that allows Pre-K providers to apply for Pre-K and Resource Coordination grants, submit rosters and waiting lists, complete reconciliation, and update their contact information online.  PANDA has been in use since 2003, and DECAL continues to expand and improve the system.

2. How do I become an online provider?

Pre-K providers are automatically registered with PANDA and assigned a PANDA user ID upon award.  This information is emailed to the project director at the email address they provided on their Pre-K application.  If you are a new Pre-K provider and have not received your PANDA user ID, send an email to panda.support@decal.ga.gov. 
3. What is the web address for PANDA?

http://www.decal.ga.gov/panda
4. Where are the manuals?

There are printable manuals for the various functions you will be performing in PANDA.  The manuals include screenshots and walkthroughs, and we strongly suggest that you download and print them out.  The manuals can be found at the following address:

http://decal.ga.gov/Prek/PANDADocumentation.aspx
You can also access this page by clicking the blue button marked “Link to Downloadable Forms” on the PANDA login screen.

5. Do I need any special software to utilize PANDA?

You will need a personal computer (PC or Mac) with a connection to the Internet using Microsoft Internet Explorer version 5.5 or greater.  A high-speed Internet connection, such as DSL or cable, is recommended.  You will be able to access PANDA using dial-up, but it will be significantly slower.

You will also need Microsoft Word to view some documents.  If you don’t have Microsoft Word, you can download and install the free Word Viewer from Microsoft at the following address:

http://office.microsoft.com
Most of the documentation is in PDF format, which requires Adobe Reader.  If you don’t have Adobe Reader, you can download it for free at the following address:

http://www.adobe.com
6. How do I set up additional users within my organization?

DECAL assigns one user ID per organization, to the project director.  The project director can then set up additional users within the organization.  Users can be assigned roles that allow them to enter application data, enter rosters, or view payment advices.  Please download and print the Provider PANDA User Management document at the following address for detailed instructions:

http://decal.ga.gov/Prek/PANDADocumentation.aspx
7. If I set up multiple users in my organization, how do I assure security of the information?

The PANDA system applies security based on the user ID/password and the role assigned to the specific user ID.  The initial user ID created by DECAL for the project director of an organization is given the Provider Management role.  This role has the ability to create additional users.

DECAL recommends that organizations limit the number of users with the Provider Management role.  This will limit the number of users that can edit data for the provider.

8. I forgot my password – what should I do?

If you are the project director of your organization, FAX a written request on company letterhead to (770) 342-3139.  We require this for security purposes, to verify your identity.  Once we receive the request, your password will be reset within 24 hours and you will receive an email at the address we have listed for you in the system.

All other users should contact the project director of their organization to have their password reset.  Project directors should consult the Provider PANDA User Management document for instructions on resetting passwords for user IDs they have created for staff members.  The document can be found at the following address:

http://decal.ga.gov/Prek/PANDADocumentation.aspx
9. I forgot my user ID – what should I do?

If you are the project director, you will need to email panda.support@decal.ga.gov and request your user ID.  Remember to state your name and your organization’s legal name.  All other users should request their user ID from the project director of their organization.

10. Where do I update my email address?

To change the main email address for your organization, click on Edit Company Profile and change the email address listed on the Basic Information screen.  This is the address DECAL uses for most notifications and business correspondence. 

To change your site-level email address, click on Edit Company Profile, then click the Site List button.  Select the site and click View Site Details.  You can update your site-level email address and other site contact information on this screen.

To change your personal email address, click My Setup in the yellow area at the top-right of the screen.  This is the address DECAL uses for user-specific information, such as resetting passwords.

11. My question isn’t answered in this FAQ – where can I get more help?

You can email your question to panda.support@decal.ga.gov.  Please state your organization’s legal name in the body of the email.

For telephone support, you can contact the Department of Early Care and Learning at (404) 656-5957, or 1-888-4GA-PREK.  Telephone support will be provided during business hours.

Section B – Applications

1. Where is the Online Forms tab?

The Online Forms tab will not appear until you have read and acknowledged all the Mandatory Documents under the Read Me Files tab.  See the PANDA Handbook for more information.  You can download the PANDA Handbook from the following address:

http://decal.ga.gov/Prek/PANDADocumentation.aspx
2. I’m having trouble opening the Read Me Files – what can I do?

The Read Me Files are in Microsoft Word format.  If you don’t have Microsoft Word installed on your system, you will need to download and install the free Word Viewer from Microsoft at the following address:

http://office.microsoft.com
Also, make sure that any pop-up blocking software you may have is disabled, because it can prevent the documents from opening.  In Internet Explorer, you can disable pop-up blocking under Tools > Pop-Up Blocker > Disable Pop-Up Blocker.
3. Why can’t I edit some fields on my application?

Before you submit your application, you will be able to change the names of the project director, contract signatory, and site directors.  You will be able to change phone numbers and mailing addresses.  You cannot change the legal name of your company, DBA, business entity, or bank information.  When DECAL receives the necessary supporting documentation, these fields will be changed by DECAL.

Since the site name and the site address are tied to your company’s current contract and/or your DECAL license, these cannot be changed.  A request should be made in writing on company letterhead.

Since a change in curriculum alters training needs and requires consultant approval, you will need to submit the Curriculum Change Request Form to your consultant in order to change curriculum.  The form can be found in the Pre-K Providers’ Operating Guidelines at the following address:
http://www.decal.ga.gov/Prek/GuidelinesandAppendix.aspx
After your application is submitted and classes are awarded, you will see a new menu option called Edit Company Profile.  You will be able to change contact information at any time during the year by clicking on the Edit Company Profile menu option.

4. When I print certain pages, the edges are cut off.  How do I fix this?

The edges are being cut off because your page margins are set too wide.  Click the File menu in Internet Explorer, and select Page Setup.  In the Margins section, set the left and right margins to 0.  The margins will be automatically reset to the lowest margins your printer will allow.  Click OK to save the settings.

5. Why do we have three provider types – Private, Local School System and Other Public?

DECAL has added another provider type to take care of those few providers who don’t really fit as a public school or a private provider – for example, military bases.  If you think you might fit under Other Public or are not sure, email panda.support@decal.ga.gov.
6. How do I move a class?

You will need to submit the Request to Move a Pre-K Class form to your consultant.  The form can be found in the Pre-K Providers’ Operating Guidelines at the following address:

http://www.decal.ga.gov/Prek/GuidelinesandAppendix.aspx
If the request is approved, you will receive an email notification from PANDA as well as a Pre-K Grant Agreement amendment that you will need to sign and return to DECAL.
7. I entered information on a screen but when I went back to the screen, the information was gone.  What happened?

You might have clicked the Next button instead of Save when you finished the form.  You may also have had an uncorrected error which prevented you from saving the form.  Errors will be pointed out in red text on the screen after you click Save.  Correct the errors and click Save again.

Also remember that PANDA will time you out after one hour of inactivity as a security precaution.  This can result in data being lost if you wait too long to click Save when filling out a form.

8. My teacher planning time is split between the morning and the afternoon.  How do I enter this information on the Program Assurances page?

You will have to enter the teacher planning time as a 1.5-hour block either in the AM or PM.  You cannot save the form without entering this information.  We realize that the times will not be accurate.
9. Where is the Submit button?

The Submit button will appear at the bottom of the Read Me Files page after all online forms are completed.  If you don’t see the Submit button, click the Online Forms tab and make sure every form has a checkmark next to it.  All forms must be checked off before the Submit button will appear.

Once you click the Submit button, your application is submitted, and the button will no longer appear.

Also note that only the project director (or another user with the Provider Management role) can see or utilize the Submit button.

10. Where can I check the status of my application, and what do the different stages mean?

The status of your application is available on the Read Me Files tab.  Under the name of your company, you will see Application Status.  Not Submitted means your application has not been received by DECAL.  Submitted-Incomplete means you have asked for expansion classes/sites and some mail-in documentation is required.  Submitted-Complete means that all documentation has been received and the application has been sent to the consultant for review.  Under Review means that the consultant has opened your application but not completed the review.  Pending Approval means the consultant has completed their review but the final funding decision has not been made.  Partially Awarded means that some of the classes requested in the application have been awarded.  Awarded means that all of the classes requested in the application have been awarded.

11. What documentation do I need to mail in if I am requesting an additional class or an additional site?

Mail-in documents are dependent on the type of expansion you are requesting and what type of provider you are.  All providers will need to mail in pictures for new sites.  If you are a private provider and are requesting a new site, you will need to send in a copy of the DECAL license and the first page of the licensure study with the proposed Pre-K room indicated.  If you are a private provider and are requesting an additional class at your site, you will need to mail in the first page of the DECAL licensure study with the proposed Pre-K room indicated, along with pictures of the room.

12. I have already submitted my application, but I want to change some information or ask for another expansion class.  What should I do?

You will need to email panda.support@decal.ga.gov.  Depending on the timeframe, DECAL may be able to reopen your application and allow you to make additional changes.

Section C – Rosters

1. How will I know when my roster is open for editing?

You can find roster count dates and due dates in three places:
1) The dates are sent by email when rosters are opened for entry.

2) The dates are at the top of the student roster page.

3) The dates are on the list of Critical Reporting Dates in the Pre-K Providers’ Operating Guidelines at the following address:
http://www.decal.ga.gov/Prek/GuidelinesandAppendix.aspx
2. Why can’t I edit my roster?

You might be in the wrong roster.  Make sure the current roster is selected on the Site List screen before you proceed to the class roster.  You will only be able to edit the current roster, and only during the designated data entry period for that roster.
 

Check the roster status.  The roster can only be edited if the status is Save In Progress or Ready for Submission.  If the roster was submitted before the due date and you need to make a change or correction, contact the roster department by email at panda.finance@decal.ga.gov.
3. How do I know if my funding is Lottery or Blended?

You should choose Lottery as the funding source unless you also receive Head Start funds for your Pre-K class.  In that case, you would choose Blended.
4. How do I change a child’s Socio/Economic status or Transportation choice after the first roster?

First, you will need to close the student by adding an End Date. The End Date will be the same as the start date if the entry was incorrect on the child’s start date. If the child’s category changed or you began/stopped transporting the child after the child’s start date, then the end date is the day prior to the change. Once the entry has been closed, you will add the student back to the roster beginning the next day (no break between end date and new start date). This time you will make the necessary correction. 

 
Example:
Roster 1: You enter a child with a start date of August 1 and NO for transportation because you do not transport the child.  On September 2 you begin transporting the child. You would make the correction on the next roster.
Roster 2: You will select the student name from the list, enter an end date of September 1 and save the entry. Next, you will re-enter the child but this time you will enter YES for transportation and a start date of September 2. No end date would be entered on this record unless the child has withdrawn.
5. How do I disenroll a child from the roster?

Enter the child’s last day in class in the End Date field.  Disenrolled children will still appear on the roster, but you will be able to enter additional children.  For example, if you have 20 children, and one child withdraws on October 1, you will be able to enter another child beginning October 2 or later.  21 children will appear on the roster, but one will have an End Date of October 1.
6. Where is the Submit button?

The Submit button will appear on the Site List screen when at least one class is Ready for Submission.  Each roster has a button labeled Ready for Submission at the bottom of the screen that must be clicked in order for this to occur.  
Also note that only the project director (or another user with the Provider Management role) can see or utilize the Submit button.
7. I clicked the Submit button, but nothing happened – what should I do?

Make sure you have checked the box to the left of the site(s) you wish to submit before clicking the Submit button.  Also, please note the date of submission.  The date must be during the roster entry period.
8. How can I tell if my roster has been submitted successfully?

The project director will be sent an automatic email confirmation when the rosters are submitted.  Also, you can verify that the Roster Status column on the Site List screen has changed from Ready for Submission to Submitted.
 

You can go back to the roster at any time to check the status.  Only DECAL can reopen a class once it has been submitted.
9. Is there an email address for roster-specific questions?

Questions about teacher credentials or teacher entry should be emailed to panda.teachers@decal.ga.gov.  Questions about student rosters or payments should be emailed to panda.finance@decal.ga.gov. Please state your organization’s legal name in the body of the email.

10. Do I send my lead teacher’s credentials to DECAL if the Lead Teacher of the class changes?

Any time there is a new lead teacher, a change in teacher or a change in a teacher’s credential, always notify your Pre-K Consultant.  Providers should make the change in the roster and have the new teacher register in the PDR (http://pdr.decal.ga.gov/) and send supporting credentials to the PDR (Professional Development Registry). The teacher will receive a Career Level that they can print out and give to the employer.  (LEVEL IV and above qualifies for a Pre-K assistant and LEVEL VIII and above qualifies for a Pre-K Lead Teacher.
11. Do my rosters changes affect the Pre-K payment?

Yes, any roster change will retroactively change your Pre-K Payment based on the effective date of the change. If there is a change in the lead teacher credential your Pre-K payment will be based on the amount allotted for the new credential.  
12. If there are roster changes after the count date, but before the roster is submitted, should the roster be updated?

No, any changes after the specified count date would go on your next Pre-K roster. Lead teacher changes are effective the date of the change as noted on Appendix M.  Any retro payment will be determined based on start date of the new teacher or new credential for an existing teacher.
13. If the lead teacher or assistant teacher positions are vacant and not filled when the roster is due, what should be reported on the roster?

Qualified lead teachers and assistant teachers are required in Pre-K classes. If this requirement cannot be met, providers must complete Appendix M, Long-term Substitute form, discuss and receive approval from their Pre-K consultant and submit the documentation to DECAL for entry onto the roster.  DECAL enters all teacher credential changes.  Long-term substitutes are paid at the insufficient credential rate.

14. If a student is enrolled, but leaves before the count date, should that student be included on the roster? 

Yes, the student should be entered with a start and end date.
15. A student that was enrolled and reported on the first roster never came to class.  How should this be reported?

You should close that child effective the same day you opened them.

16. I received notification that one or more of my kids are possible duplicates – can I reply by phone?
Due to the number of kids that usually appear on this list, we ask that you fax or scan and email the requested documents.   

17. Will I receive a receipt confirmation for my faxed documents?
An email confirmation will be sent when duplicate student documents are received.  

18. Will I be notified of your findings if I have a possible duplicate child?
You will be notified by email if a change is made to your roster or if additional information is needed.

19. A parent has told me that her child will not return after today, should I add 10 days to determine the child’s end date?
Children who have been absent for 10 consecutive days without a reasonable excuse must be removed from the roster, but this does not mean that a child should be kept on the roster for 10 days after their last day of attendance.  You have been notified so you will end the child with today’s date on the next roster.  

To reduce the number of duplicates, Bright from the Start recommends that providers contact the family of a child absent for three consecutive days to find out the reason for the absence.

Section D – Payments

1. When will I receive my payment?
Pre-K payments are processed by the 12th of each month provided you have submitted all required documents and you are not on hold by any department (Reconciliation, Pre-K or Finance).  You can check to see if your payment has been processed by logging into PANDA and clicking View/Print Payment Advice.  

2. Whom should I contact if I have a question about my payment?
Email panda.finance@decal.ga.gov or call Finance at (404) 651-7411.

3. Why did my payment change?
Payments change if your lead teacher or children change on rosters that you have submitted.

4. What is a “retro”?
“Retro” means the payment goes back to the effective date of roster changes and adjusts based on the new information.

5. How do I access my on-line payment advices?  
Log into PANDA at http://www.decal.ga.gov/panda and click the menu item “View / Print Pmt Advices”.

6. Is there a form that needs to be completed for bank account changes?
The Authorization Agreement for Automatic Deposit of Georgia’s Pre-K Program Funds (Bank Change Form) can be found on the Bright from the Start website at the following address:
http://www.decal.ga.gov/Prek/Payments.aspx
Section E – Waiting Lists

1. I answered No to the waiting list question, but I really do have a waiting list.  What should I do?

Go ahead and select your site, then click the Add button.  At this point, PANDA will ask the waiting list question again.  Click Yes and then proceed normally.

2. I answered Yes to the waiting list question, but I don't actually have a waiting list.  What should I do?

While you can change a No answer to Yes, there is no way to change a Yes answer to No.  As a workaround, please submit your waiting list without adding any children.  DECAL will interpret an empty submitted waiting list the same as if you had answered No.

3. When I click the Yes or No button to answer the waiting list question, nothing happens.  What am I doing wrong?

On some computers, the "clickable" area of these buttons is smaller than the button appears.  Watch your mouse cursor and make sure it changes from an "arrow" cursor to a "finger" cursor before you click the mouse button. 

4. I can see the waiting list question, but there are no Yes or No buttons visible.  What's going on?

Some features of PANDA are not supported by third-party web browsers (such as Firefox, Safari, or Chrome).  Always use Internet Explorer (version 5.5 or greater) to access PANDA. 

5. I'm having an issue with the waiting list that's not covered here.  Where can I go for help?

Waiting list questions can be emailed to panda.support@decal.ga.gov.
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